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Permonnel & Traiaing fieetion

oRR's Fepacnnel & Tralning Dection is probebly dodng e more extensive
job in permonnel, treining, and carser serviee procedurcs then any other
/I office Mbdnistretive Staff; however, guestions can be ralsed sbout
the degres to wich the P Soction ie¢ performing functicus whieh might
best de Gone by the Offieo's operabing &ivisions. (The PST Section has,
in a sineore effort to provide meximm service to the opereting divielons,
ssumad functions vhich treditiorally are the responsibdlity of operating
superviscrs - much as, for exsmmple, maintensnce of recoxds perteining to
eligibility of ORR persomnal for momotioc,) It seems clesr that with
redaced emphasis upon maintenance of records (meny of whieh are jurely
defennive in m) ool with decontrelization of certadn sctivities,
many PAT Seetion mmnhours could e selvaged for other sdministretive
functions shich reguire attention. A munber of the Section's procedures
could be gimplified, with a resultant seving in mephours, i there were
less paper handling, less logging, recording and time otemping of docu~
meks, less review of personnel actions and less astivity reportivg {the
latter is & particnlarly serious problem wileh has been diacuased with
the A/sR). (ote: smny of the detalled recommendations below will
spply to all prooefures; o.g.; veview of 1152a's.)

Promptions

1. setion inftiated by superviser (Hranch
Chief or higher) |
a. Preparos hustification nemo gfmmt
. Porwaeds to division chief

Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0
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2.

3.

h.
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Bvision Chiel

B
b

L
e
Ga

Mmmﬁm
fanks rasrically all eligible perw
mmmm {=A only)

Enficraes nemorenidus
Wm’iﬁteﬁg 23

Aron (el

B
B

Se
4.
Ss

s

b

-2

4.

€.

: %

B

sonnal st sme grede {ERA
Khbpaduey endornem

on all pro-

Tine stanpes a1l coples of Fil58s end
m n% m m m % SEIEY i
i

Prepares Internal Information &
Routing Bheet (no fosm #)

Checks OBR Baxdex files %o verify
giot tnformetion, to chesk if siot
vacant or cnousberod, sad 1 alot
pormite promotion

Pulls OB pesmonnel file, checks on
cuprent fitness veport {obteins seme
1if not eurvent)

On 857 and up prepares list of mees
of all in ssme grade eod date of greds
mm—nmm W‘ amgislpar»

k. g. Time stemps are rarely

£

uped, although occasional
reforence is made to the
dxte of trausmittal to O/P

{r.coordiv) snd the card

uged to show en ﬁﬁivi&ml’a
lot o resdily be

bined, thereby auuim'biw25)<
one m The O50Fbh card

Approved For Release 2005/08/16 5ClA-RDP61-00901A000300060002-0
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s. L1

T

A. Reviews for completennss, SOOUIRLY,
formmt

b. Cheeks I0/I vewsancy sdvertisesent
regidrepent (See DD/I Vesansy pro-
cefure for details)

e. Pasoes tof |

a. v Tile

b. Checks time i1 grafle, fitness re-
port, demenstrated ability to work
at next higher lewvel {supervisor's

estizmte) as proserided In R |

¢. Initiais, zaod
4. Yorwards %o Chiaef, Bt/a

Chief, B/A

% HMpgne 52's up to and including G8-11
. Initiais Tor G8-12 and sbove

¢. Forwards all actions to AD

AD approves 38-12 axd up, (AD's secretary

makes notebook emtyy om all) poussoction

actions), returns to |

a. PForwards promotions for 05-14 amd 15

to ID/I. Caresr Moard for review {(vith
official persomnel folder) ~ 1 copy of

1152 beld in OAR

t. On G8-13 and below, forwards origiual
P (memc, endorsesent

/1 of 11522 to
sod 1 copy of 1152a Byt ia ORR)

Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0

. This reviaw duplicates review by

COMIENTS

employee’'s euplopmut history.
In fact, such material is foued in
wm;anahanm s ORR folder.
mocmpendation: Cowbice the two
RYUE un:@miaaﬁlg&ﬁhafﬁm ine
ﬂimuhﬂlaimﬂﬁe&ﬂ.@mﬂﬂ,eﬂhnﬂé
on the Kerdex £ile under sppropriste
aomponente ard cpoosite the posi-
tdon ovoupled. Zggga /A is
uou developiug & MeBee card which
will oosdine the C30FEL card and
the ssployes treining card.]

Dot | 25X
Secommendation: Flimisate.

25X
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L8

e, Prepaves work sheet for status . At presant, dsta for monthly
repori-promotions reports are re¢ordad in pencil
on work sheets; reports are
um ty:pﬂ on dittc musters.

: \ Bevelop stand-
ard veport format and write In
m an &sm; master with ball
pen. Ditbo msster can then be
run off direetly, thum elimi-
nabing written vork sheets and
Inter typing of masters. i
should be poved to Step 11, ao
that dittoed report will oon-
tair culy information on come
pleted personnel actions.

4. Oives suapense eopy of 1152a to

1
w0, [ 1] 10, recommendation regarding
&. Hemoves sone of consideration mewmo one &f mihmtiw procedure.

b. Suspends sone of conmideration
meno uwntil pomoticn setion come
ploted. (¥hen 1150 reteived, pre-
paras new sons of censideration
peno and files)

¥hen 1150 1s received
8. Marks effective dnte ca 1152a
B mwm /0 card and isdividual

€. maansewmviumm Aset.
4. Mle 11528 in individual Polder

Recrultment - Referrals from O/P

1. Offfcial Personncel folder (containing
PES and £. 182, Report of Iuterview)
placed 1o YN box in FOP Seotion

5 card (no form 2. 5, 10. The Sx3 ourd is used to
keep track of §/P folders while in
OER, as well as abgtractz of comie
mante mude about applicants. This
card, the 3x5 "tickler” card and
the Internal Informmation & Routing
Sheet all contaln muwh the same in-
formation. Consolidation will
eliminate overlappdng forms and

Approved For Release 2005/08/16 : CIA-RDP61-008571E890300060002-0
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3. reviews for
&. Bligibi

G

is re: foreign hackground and
other R |standards)

b - Satisfaction of ORR gualification
requirements (as stipalated by OHR
divisions on previously submitted
Reorwitment Reguest, £. 52)

If individuel has gualifiocations, she
refers to 5%/PR (ERA) or dreetly to
Geograpbic Area Division (advising,
vhen necessary, that individuel can’t
meet OCI security t without
walver)., If individual not qualified,
she retuwna file to 9/P. Bote is made
on 5x8 card of file sbtatus.

COMMENTS

Recommendation: Devise ona offieclal

eard form to contain all informaw
tion regarding receipt of 9/P folders
and smployee processing. ise this
form to replace Internal Information
& Routing Shaeet in all transactions.
Eliminate the Internnl Information
Sheet, the pressnt 53 card form and
the 3x5 "Slokler” eard.

1ity for 81 elearsnce (this a. See & below

If division not intsrested, it returns file
to PA%, vhich may shop further or return
file to O/P. If 4ivision interested, it
prepares £. 1152s, sends thoough Area
Chief (with complete file) for endorse-
ment, then to P Seetion. I walwver

of 0C1 required, division almo transmits
meny of justification, :

L 1
&. Time stamp 1152s (all copies)

b. Prepare Internal Iaformmtion & Hout-
ing Sheet {no form mo.) for attach-
want to ORR file. ,

a. Chsek 2/0 (Karfex) to sec 1 slot
svailable.

d. Cheek 1152a for sceuracy and eome

pleteness . ’

e. Prepare ORR folder for individuel,
ineluding coples of PEE, attach
Intermal Routing Sheet.

Approved For Release 2005/08712 :"CIA-RDP61-00901A000300060002-0
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PROCEDURE

f. Type two 3x5 cands - 1 for T/0
(aame and proposed grede) and
1 for tickler £1le to show date
sext to O/P, date of Security

g. Give files to |

6. |:|mm 1l52a for complete-
ness and sceuresy aod for 51 clearauce
aligihility; notes on Internal Rout-
ing Sheet. To

T |:|m1m, sends to
8. %ﬁw&m through ¢8-11,
to AD/BR.

9. AD raviews, approves (8«12 up. Hise
secretary notes sction in her own 7/0
resord, Dack to PAT Section.

10, qm copy of 1152a and dste

in suspense uptil P50
returned ); makes antry in work sheet

6. The review of 115ea's vy[ | 25X

— X1 25X

B

should be eliminated, a8 o5)1q
fied elsevhers. The reviev
of aligibility for 81 clearence
duplicetes the review done by

on mamarm routing form
vhather or not fndividual is
eligible for elmarance.

for status report; logs out on 5xB card
and places card in dend fille; records date
on 3x5 card; sends O £ 1 of 1152a to O/P.
{G8~1k & up sent to BD/I C.5.B., which
then sends to O/F.)

On basis of status repord, | |
prepares reguest to 0CY for clearance;
rocords on her own 3x5 sad,

TAes ; makes entry
on T/0 M} sends 1150 0 division;
enters D on status report work sheet;
files £. 1152 (from suspense) in en~
ployse's ORR folder; markes effective
date on 1158m.

- 6 L
Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0



Approved For Release 2005/08/16 :*CIA-RDP61-00901A000300060002-0

nt: The 3x5 sickler

e (hat maberial is hand
carried through ORR., A special tickler

file {3x5) 1s used, s is & log of "Survey
of Persons In Procees From ERA Fecruiting
Prips® {a cwsdative report for the year).

Resssignment

Attempt is made to salvage en employce, place
kim in e 2ore sppropriate position, ete. -

P— g division prepares 1152a
(0 # 2), signed by division and
sroa chiefs, to F&T Beetion.

1. Time stamp all coples of 1152a.
Cheek 1158a for accurscy, CONe

2. Check Xxrdex for slotting data -
enter omrd to block siot for
imlividosl ~ for vasanny, =ey
eal) divigion 17 job oceupled,
cheek grade of inddvidual and
slot.

3. Cheek ORR folder for current -
90 days - Pitness Report {obtsin
one if necsssary).

k, TPrepare Internal Information &
Rowting Sheet.

25X1 5. Pile to |

25X1 e. [ P checks 11528 for ool

25X1 vacancy procedure. To [ for

ravievw.

25X1 d. To for review and sigos~
ture and below).

e. To AD for signaturs (G5-12 and up).
o P Section.
25X1 . |

I

1. Dabe gemyp 1152a - sll copdes.

2. Detach copy of 1152s for suspense
file.

3. Forward 1152a and Fitness Report
o ofp. (0 41)

L. Detach Routing Sheet and memos, put
in folder, refils foldsr.

Approved For Release 2005/08/16" alﬂ'éRDP61-00901A000300060002-0
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5. Hake up monthly status report
from 1152s - make change in /0
card, put in appropriats com-

ponant .

6. Pet 11528 in folder,

T~ When 1150 returned, merk eflective
Aate on 1152s and on OF4b eard, send
1150 to dlvision adminigtrative
asglistant.

lman 5%8 card -~ 11528 {0 £ 1) a.
plauﬁf?mmeeimm P Section

from galning office for comsurrence.

| | mqwm Ptnoes Repori when
DOOESARTY. | soncurrense line on

11538 for| |sigpwmture.

m g@g’ 8Py f@r I’&!’ th ﬂlﬁ; Ce
Eal& in suspense.

Abtackh copy of aurrent Pltaness Report.
[ _for sigoature. [ |logs
out on 5x exrd. Sends to pext office
{as specified by Rouking Sheet)
¥hes 1150 received (marked “loss notice™)
(use for status report) - notify division;
il 9/0 eard aad individual card (OFhb)
ﬁ%fa}m, enciosa 1150 in foldesr.
Retire (unless keaping ORR C.8. desig.)
folder after six months, keep OFlb end
dsgtroy T/0 eard. Persoonel file returned
after six msonths, unless lndividuel re-
taing ORR (.8. designation.

“Pivislon prepares ig/é}iﬁ!?
m{mmwmm P an

file). Division and arca chiefs, to
P&T Section.

1

1. PTime stemp all coples of 1l52s.

2. Cheek Kardex for wmeant alot, put in
bloeking card. Make up Z/0 card,

3. Attash Routing Sheot.

h. oull losing office for Pitness
Report {hold for this).

- -

See comsents regarding
Sxf card wofer Recrultment.

This copy of the 11528 is
ot used.
Reeomsanistion: Elimingte
SreaLlion .

25X

Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0
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& 1—

' -d’-o«.sl\ln
i
25X1 | 5. ¥atire file to[ |- requests SI
elearence, reviews Iile. ml:l 5X1
25X1 .

| (a) Date stemp all coples of 1l52m.
Sand 1152's to galning office for
concurrence, then to O/P.
(b) Maks up OFib card and folder -
ensloged Routing Sheet, wmemos frun
4iviston,
e) Monthly status report msde up from 1152a.
1152g £iled in folfer.
When 1150 received, sk &Mw
date on 11528 and on OF% cards, sexd
1150 to divieion adwinistrative aselst~
ook .

Details Outeide ORR

25X1

2. Attach Routing Sheet.

3. PFall ORR folder.

I, Flace Do card 1o fardex over originmal
/G card, giving ressons for detsil, former

assigoment, Off4ce to which detalled, de-
tall lepgth of time

5. Mark calendmr for end of detall.

25X1, SO —

" 7. Pall ecopy of 1152m, date stemp, pull Routing
Sheet, send 0 £ 1 to O/P. Fils 1152 iu
OHR folder. _

8. &tmmwﬂo& )l file, write note
25X1| ts.x:s of ami at Wl geriaﬁ‘

! .’m w‘a file

| mmwmmxfﬁumﬁr

| lomger - |prepares 1153, has
25X1 dtvision ehdel ﬁ?, processos through [ | 25X1
25x1 . 140 O/F.

ﬂ'gg

T
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Seperations  LWOP

1. Divisicn prepares 1152a (of6). Employee
signs separation portion. Signed by
division exd ares chiefs. To P&T Section.

2. [

a. Time stamp 1152a (all eopiles).

b. Prepare Pre-Exit Interview SBchednle -
write in dstes & times of interviews,
asme of imdividusl & interviewer.
?hﬂlf#?lisnﬂmutturt1ﬂhuvnnﬁ
Arrenge Pre-Exit interview with[ |

c. rnqwutzruhmuna Information & Routing

a. ruztaunz%th
e. mudk!bhhw'ﬂn'muwwﬂ;bnﬂuatﬂ)&ua)

&ivision & memo re: re-ewploysdility. It
not cuzrrent, obiain from division nev Part
I of Fitness Beport (re: re-employsbility).
Tol | folder, 1152s, all papers.

3. |

I
a. 1If clerical, hold for pre-exit interviev.
{Then to Vrite form memo to OCI
it sppropriate (dittoed form, no form no.)
for debriefing, give professional file to
. I | Botify OBI if mecessary.

B. | | Determine reascns for
separation, attempt to salvage employee,
record infermation oo Pre-Exit Intsrview
Boheduls.

c. Mle to[  |and then to AD, sign
1152a. Returned to PAT Sectiom.

al
ggzggggggkaqmrcrlxﬁhxﬂ:-nu@nme

date stusp and give to[ _ |who de-
stroys sone of considsration memc;
transmit others (2 Peyroll, 2 Security -
put in envelopes 2 plus Fitoess Report
to 0/F - Fitness Report may follow 1152a
deponds on suddenness of separation).

2. Detach Pre-Exit Interview Schedule.

3. Professionels - place name on CRR list

of “re-emplaysble” (if sppropriate)

qu;nrﬂmmal

Approved For Release 2005/08/16 : CﬁRDPM-00901A000300060002-0
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NS vdsaorimareis:

25X 1 k. Bend all Schedules ol |
ir nx:}.m is separsted for
&y or medical resscns ‘
reiares Lisen, (0/c) sems dseeToeeTza) 251
stating “perscoal reascn” fs reeson for :
separation. No exit interviews, no
Fitness Beport. Other procedure same.
5. File Routing Shest im Polder and file

Dop
No Fitnass Raport. Other
procofnre sams.
Zone of Consideration

Zous of consideration mewo (in duplicate) maintained Ihis procedure is cusbersome
in suspense file for every emplayee. Arranged by grade gylmxwm’

eategoriss.

Miity of an opsrating super- |

1. zh.m; memo (stendard formset, no form no.) mﬁ Sstermine vhen each

siplayee entering mome of considerati subordingtes is eli~ '

to division, to branch chief. on sent gible for pramtion. This :
esn be onsily -

2. mﬁm@%aﬁwhﬁamﬂ since each division 1s advised |
' of fam :

w0 insdicating promotion to be initisted or not. ' » |
(ﬁmwlmﬁmntmpmumg i e ~ oyee is wawted, reassigned,
to be promoted, division ,;-1,153.‘:3’ etc. so that the date wpon ‘
returns with memo. Memo sent to PAT he wi |

25X1 1
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eriginal sone of coms tion memo;
hﬁﬁba&q&?ﬂ&oe@frarlmmspmﬂuns
approval of promotion.

2. Wasm[ | status report indicates
spproval of promotion,[ |prepares
new soue of cousiderstion meme {in dup-
1icate) and filas by grade category.

NHotes In the case of ONR personmel temporarily
resasigned or dstailed to other offices, or
oversess, snd maintaining ORR Career Service
designation, moue of consideration memos are
sent to former OFR division. If the divisiom
agress that the individusl werrants promotion
{on the basis of his former work snd of their
knowledge of his present work), Bt/A will, by
telephona notify present smploying component. :
{This is tc meske certsin such personnel sre not
overlocked.)

PREIODIC ST INCREASES

1.

2.

5e

Master list plus Mvi&nl!‘mﬁﬁﬂ}gﬂ;
£ 1) sre recéived cace a month from O/P.

[ |checks indtvidual Form 560's against
master list for completeness. Checks T/0
Kardex file for division and branch data 4nd
senda cut to supervisor with form letter

{no form no.) with one week suspense.

As F560's are received from supervisor, they
ere crossed off master list, one copy of ¥560
is detached and Tiled in individusl folder.
when all of F560's are received, they are sent
all together to U/&. mekes telsphone
cnlsm&ennmu.)r:l

If eny PEL is turped down by supervisor,[ |
refers to[  |who checks with supervisor re

momo of charges and (R[ | Separatiom
procedure .

When O/P spproves PS1's, sends back to ORR.
posts on OF4L and on 560 in ipdividual
folder, and sends to admin. asst. in divisiona.
Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0
-12-

25X1




X1

25X1

X1

Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0

0 et
RTINS o |

PROCEDURE COMGENTS

Fltosss Reporte

1. Receive from O/F dittoed farm (0 4 1) -
gives 1 to[ | listing names of
iodividuals for wvhom Fitness Reports
reguired.

2.
8.

B

- 3

4.

h.

Prepare Part A - mibber stamp
"Supervisce's Work Copy, ete.

name, birth date, 8.D., grade,
component, title, date, report

dste, covering date.

Determine need for C.P.C From

I 1ist of all GRR parsonmel -
iacludes date of entry iato Carmer
Btarf. (All C.5. mewbers must prepsrs

c'?’ac}
Attach P. 45e - expedito Routing slip,
giving date due in §T/A. Attach C.P.O.
form to Fitness Report form (the
Supervisor's Vork Copy F. 1270. d
log (by division {(no form mo.) - name *
whether anmusl o fnftial report,
ending date. (When report retuamed
couplated, logs ss complets in 8T/A.
Then logs out to O/P.) Destroy O/P 1ist.
Beceives Fitasss Report (0/2)
yvaa 21 in.
- logs
| | Review Fitness Report for
completensss and sceurssy; follow up via
form lstter to division ehiefs through
srea chief. Brings low or unusual ratings
to| |attention.
L 1
mmwoﬁ(s;x). Records on
(ending date snd whether snmual
or initial). PFile ome copy Fitness
Seport in individual's folder.

CRR PERSONNEL & TRAINING
Career Preference Outline

1. F 1030 {crgl).o?nd r; Lﬂ{ﬂ {apervisor's
comsent on CPO) semt out by[—  |with
samial fitness report.

Approved For Release 2005/08/16 :ER:RDPM-00901A000300060002-0
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2. Isdividuiel letes front of F. 1030. May
25X1 discuss wi prior to completion.

3. Supervisor comsnats on career interest and
training in Bectioca D of F. 1030.

4. Division Chlief makes commnts {on separate
page) and makes lst indorsement on ¥. 1I70.

5. Ares Chief compents sad mskes 2nd indcrse-

ment on ¥. 1270 and forvards to ORR per- 25X
sonne],

25X 1 6. Jehecks F. 1030 and 1270 for signature
and clarical scourscy and passes to
25X1

25X 1 7.

1
a. Checks P. 1030 aad 1270 for completeness.
b. Revisws trsining card, persomnel folder.

snd biographic profils.
¢. Interviews employee on career interest and
training.

1. Chweks individugl's mzrmum 8.
Jfbw with iate
W component .
2. Checks tralning sgsinst jJob regiiremsuts
sod uess experience of training of
d. Preperes wewo to Chief, 8T/A indiceting C.8.3.
meamber who should see package.
25X e. Puasses to|:|

25X1 8.
a. Types mmo (Step 74) and keeps copy of mowo.
b. Porwsrds to Chief, ST/A. td

9. Chief, 8t/A:

i - a. Sends CPO to C.8.3. mesber for review and
| recommendaticns .

25X1 b prepexes C.5.8. agenda, with thermo-

copiss in imdividual folder for esch

25X #. 1030 are W W:lm C.8.3. minutes.

SURE ¢ )

Approved For Release 2005/08/16 ?&A-RDPM -00901A000300060002-0
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FROCEDURE COMENTS
11. Comeents of C.85.B. reviewed by:l . 25X1
25X1 12. Date from CPO abstracted by [ |om 3x5 12, The 3x5 iadex card fila,
cards. Wiile not completoly in ef-
&. Alphabetical caxd listing sections 9, feet, promises to become 2
e &b, La & bof F. 1030 - general time-consmsing and difficult
activity, immediate career intersst, Job, with mmall return for
long renge career intersst, training, - the beasfite to be deriwved.
ismediats, training - long range (1 card). As in the cese of the zone
b. Cearesz iuterest by component. of conslideration procedure,
¢. Guarterly trsining suspense file. determinetion of what trslo-
4. Course file. ing an aployee should obtain
is his axd his supervisor's
Hote:  Baek lag of CPO: Job; 92/A's role ghould be to
1. Apgroximstely MO CPO's to be com- advise regarding aveilability
pleted. of agpliceble courses of !
2. 20 CPO's completed and resdy to go training. Moreover, training
to C.8.8. interests change & ivdividuale
3. 15 CPO's forvarded to C.8.B. leswve, 80 that the 3x5 cards
k. 3 CPO's eompleted by C.B.B. would never be coegpletely ac-
curete. Insofer as reassign-
monts are concerned, the DD/Y
vacaney procedurs provides ;
, for notifioation to all ems !
pleyeses of existing possibili-
1. Individual completes F. 73 (0 £ 2) tiss for resseigmment. Thers
is too little activity in
2. Request apgroved by supervisor Mﬁmwm

3. Bubtmitted through Divisiom Chief snd
Ares Chief to PAT - eazh divieion now
keeplog record of esch F. T3.

25X1 h. [ |reviews thet informstion oa F. 73 can be casily obtained from |
correct for division chisf's signature, the C.P.Qs or {more sccurately):
clerical sccuracy asd complstion. fram the employee himself.

! a. Checks that traiaing has application
to job (relies on supervisor's recom-

. mﬁmf)mnm for GRR (Stempe

25%1 i
2ﬁx1 > I':Im mm&w F. 70-95 (Indivi-
| dued Training Card).

b. logs by individual's ceme alphabetically be & ¢co The tw part ledger &

into Trataing lsdger. (A 2-section : the black loosaeleaf record f
1 « Langnege, 2 - Other than langusge) Mmmmm;

o reGY Ry Releage ;Ogﬁlogygncm Bupm -00901A0 éosm #iﬂtirn

|
|
|
} ¢. Logs by sourse in black notedook listing for ecmpilation
|
| aud file one in ORR folder.

|

_Iﬂ_
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S o b n &

CONMENTS
§. OIR sowetimes returns copy of F. T3 these records is identical to
that Training is approved - Record on that in the training requests
Iedger aod cu individual training ~ (green sheet),
card. She sends to division; most of Recommendation: Eliminate the
time, received so late that she dsstroys. . two logs & use the Training Re-
quest for all necessary informa-
W 4ion. Number of hours of training
per month can be recorded directly
1. Individusl sulmits F. 136 (orig. & 8) o the TR.
through supervisor, division chief, end *
srea chief. 6. Bee 5 b. & c. above.

2. [ lehecks iafarmstion for clerical
sccursey and completaness, sttaches
training cerd snd sutmites to 1

3. [____]checks objectives and relaticn
to Job carefully, spproves for [ | 25X1

h. |:| approves for C.8.8. 5

5. FMaoal sgprovel fur ORE by AD. Form re-
turned to MAY.

6. [ |forwards 7 copies to OTR via mi?,

suspends 2 coples, sends 1 to

T Fp&mamwmm@r T+ Same comment - be & 0. Ve,
rl%@-ti&lﬁnm),mm . =2 o shove
she calls individuel. i '

8. recelpt of epproved copy of F. 136
in indtvidusl's folder.

Blsied Twiigoiia k L Yhi:

1. Alphabetical log maintained by[ | 1.
(Deta ssquired from reguest for security
clearance - ses in Bt/A Resding Fils)

2. Sends form letter to employee (Bigned by

I ) after g conplated,
inviting individusl to have offfeial
ssaction. Individual writes course grade
at Yottt of form letter. |:|then
records on Training Card.

-16-
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25X1
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25X1
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R "

1. Egagﬁaqanuﬂleﬁina@nmtikw
Licstions Beviev & FPlacemmnt Panel
Considarstion (0o form ne.) arranging
with individual for transcript of scaldemic
record and schedulss Professional Employees
Testing Battery & Yoreign lLanguage Aptitude
Testing Battery if not alreedy completed -
ask individual. [ |alsc has individual
& supervisor sign the request form.

2. Verbal or written advocacy of training by
at panel meeting. First line
and division cr sresa chief also
azhmnluutum|ﬁ&h[::::]ntiﬂnumaAﬁl
staff mesber.

3. N1 time treining of 2 months or more ‘
duration is reguested through | |
to 0/8 to OM.

Language lab

1. Use of lab requested cu F. 73 {0 / 1)

keeps aopy, sends copy to OIR -

~ Justification of how language re-
lates tc jJob, sod when lad 1s wanted.

2. schedules use of lad by day and hour.
g;;;Lm»(naihnnnmJ n:ea:SZMQAunﬁnn

3. Tapes are checked in and out by[ |
Eote:

Langaage lab cost $1700 ($1500 from ORR).
3 tape reccrders procured. OTR furnishes
tapes. Individual must use lad minimum of
3 bours a wesk. lab was established to cut
:zz;ﬁ:rﬁ.;gru OCI b 081 interested in

. reguires report on time spent
and langusges studied in lad.

-17-
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SRR |

1. ORR russ Statistics Course, PI Course, and
BSA Russian language Course.

2. P. 73 tarough division sl area ohier {0 f 1)
to request training ~ tes course
snnouncements for AD's signature

3. [ Jehacks Justification for course, schedules
wpplicsnts for next course (requests sre re-
ceived from other offices) - semds copy to
instructor, puts copy in individual's fils.

k. Upon completion of course, lustructor's re-
port is thermofaxed and filed in euch
individusl's folder. Evaluation entered on
¥. TO-G5.

5. F. 1085 submitted monthiy to OTR on each
student.

6. Ammcuncements of OKR courses are to be
made in CGER Hotices from now on.

Zraising Counselling

1. hendles training questions of clericals -
answers questions on OTR courses.

2. [ |bandiss training questions of pro-
fessionals ~ also coordinmetion with OTR.

Lengiags Awerds Progrem

Has sent Leagnege Data Becord (F. hhbhc)
t¢ each individusl. Individual completed
and returned to her (1 copy); she wakes

copy, Tilad slphedetically, Ste'll file

¥

~18-
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PROCEIURE

DD/ Yaosncles

I.

Within CRR
This procedure is followsd in the case

of promotions only if the employee to be
promoted 1z to be resssigned to snother

position.

If an employee is being promoted

in hts present position, procedure is not
followed.

1.

2.

See procedures for Resssignmment and
Promotion. Normelly, the division
has followed vacancy procedine prior
to submittal of 1152s. Somestimes
1152e recelived with vscancy notice.

%ﬁﬁi&ﬁ such cases to make
cor 1 clerical positions (GS-T
up) and all professional positions

(G8-9 up) have been advertised.

Division prepares (on ditto master)
vacancy notice (no form no.) specifying
poaition title, position muber,
deswription of position and qualifies-
tions required.

RDP61-00901A000300060002-0

receives ditto master, reviews

ns ) for proper title and
grade and deseription of duties re

propristy of duties. To[ |
for signature.

Returned to[ | {4dittoed in PAT
Seation) who establishes deadline date,
enters date on notice, files ditto copy
of vseancy notice by ORR in overall
vacancy notice book.

F&T Bection dittces notice, addresses
envelopes, sends notice to all DD/Y
offices. Applications - F. 1226
Request for Consideration for ID/I
Vacsney (ORR) or Bomination for
Yacancy - 1f intra-Area, go directly
te Area Chief from Division Chief;
if inter-area or external, go to

she time o

COMMENTE

e ——

5. The log maintained by [ ]
Recamendation: Fliminate 10g

1%’3 in on
blank p%ﬂﬁelﬁm@m 16 : CIA-RDP61-00901A000300060002-0
Y L L

— —
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cmeqngs
6.
25X1 S0 Iwith other papars.
1152e may acoompany, in wieh case,
e ) il
) T Msowes sppiioation, T. See 5. showa.
25K1 T ies on Tabenm) Duformstion Shoct
25K1 writes letter to aployes for
25X1 [ ]etgoature, places ap
a sgplicant’s ONR file. If from out-
25X1
25K1
25K1
25X
. spplication tioe stagped in PP Seetion, . See 5. sbove.
25X1 Yo | Jogs in .
{a1ttoed form, o foom no.) {$0 ke
will regisce blank Book) holds for OFR =
Approved For Release 2005/08/15 21A-RDP61-00901A000300060002-0
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SECRETL
covpmrs

1

Te [ ]#ollows wp (ly telephone) with
other office C.8.8. If applicent acespted,
release date 18 arranged.

8, 1t not sslioctod, be is advised

L, mmusammo:mmu
mg!w rmﬂwmmm

Approved For Release 2005{8/16 : CIA-RDP61-00901A000300060002-0
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X1

X1

X1

X1

2.

3.

Approved For Release 2005/08/16 : CrlengP61-00901A000300060002-0

PR i
BRI i

mggmmwwm:
s or AD. mmm

If O/P spproves, formm 261 (1n duplicete)
is sant to ORB, s

ia /0 Emdex, one oopy of ¥, in
m%mummwwmm
dfvision.

: mm:)o
mw&memmmm
returoed, sny comment is entered om Sxf oand,

- PR -

dugli-
exbes e SxB card, ewespt
et the oot 1 ovw ot

erosted watil the folder

iz recaivel.

Approved For Release 2005/08/16 : CIA-RDP61-00901A000300060002-0
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25X1

25K1

2.

3.

b,
Se

'64-

Te

8.
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I

‘uﬁﬁwtiaigqpmﬂﬁ&hgtﬂud&ml!m:rﬁm
gﬁ:;&nguuﬁtﬂtﬁnﬂ'ﬂw-amzGMHnisasx

4 T notr
i v e o e -2

aﬁia&mﬂ&!ﬁrﬁa sod trensmmitted to OST.

Special cmd filss are kept on 8 emd Q
cJesyunce of parsomoal.

sﬁmmHWWﬂahﬁ£mnnm;wnnﬁhdnniuﬁaﬁmmu

En#ﬁﬂﬁﬁaﬂmlﬁn;tﬂw&inaaﬁhw&ﬁltm5
persounel follder,

Piles of geogreghis srva pervomnal exe ro-
wviwsell to set Af mxyihing vould bar 81
clasrmme ~ if a0, wot stesptabls for
geograghic ares.

gﬂngi m’ﬁufmamé;adar
trawl, Ddget aod Trewl Section prepues
staft study.)

For shuescos of 90 dsye or more of personnel. wWith
aﬁamuwmug;éﬁ!dgg;ﬂﬁmlitunmmuna(ﬁnuﬂu

-$3 -
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Wﬁmﬁ#.

X1 ke alse gives & written roport
by m‘_|~ o st progress bas been made

3« & enmm) rapert oo turn-over is sdaitied

to the 2D,

TN S
L TONEE AR NFlach A

1 3 :&mmmw 505 ke
orisntation forr all clerisals. Aecords Naaagemsnt & Corvices
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SECREL

2. Orismtation NMeaasl inclules copy of missicn
soll faobtions of OB, cheat of OFR organdise~
mz&mm

3. Pwre is also sbetartive brielfing by ares
sl by divistom.

25X
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